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A.  KC  Email  –  Request  for   Interest  (RFI)  

 

King  County   issues  a  “Request  for   Interest”  
email  to  selected  f i rms   in it iat ing  the  roster  
sol ic itations  process.    

Example  RFI.  
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B.  Vendor  Response  to  RFI  

 

1.  An   invited  vendor/f irm  needs  to  respond  to  
the  email  within  specif ied  t ime  noted  on  
RFI.  

2.  Go  to    
 Small  Works  web  page   ‐  

http://procurement.kingcounty.gov/proc
urement_ovr/SWRaccount.aspx    
OR  

 A&E  Roster  web  page   ‐  
http://procurement.kingcounty.gov/proc
urement_ovr/AERaccount.aspx  

3.  Navigate  to  “Pending  Sol ic itat ions”  
tab/panel .  

4.  Cl ick  the  appropriate  response  
button.  

C.  KC  Email  Notice  –  Documents  avai lable  online  

 

The  County  sends  a  roster  email  notice  to  al l  
vendors/f irms  that  responded  aff irmatively  to  
RFI  when  documents  are  avai lable  for  
viewing.  

Example  Email  Notice:  Documents  are  
avai lable  onl ine.  

 

 

http://procurement.kingcounty.gov/procurement_ovr/SWRaccount.aspx
http://procurement.kingcounty.gov/procurement_ovr/SWRaccount.aspx
http://procurement.kingcounty.gov/procurement_ovr/AERaccount.aspx
http://procurement.kingcounty.gov/procurement_ovr/AERaccount.aspx


D.  Access  Solic itation  Detai ls  And  Documents    

 
 

The  roster  sol ic itation   is   l isted  under  the  
“List  of  Sol ic itat ions”  web  page,  viewable  to  
the  publ ic.  However,  access  to  the  
sol ic itation  detai l   information  and  documents  
is   l imited  to   invited  vendors  who  have  
expressed  aff irmative   interest  to  part ic ipate  
in  the  RFI.  

1.  Log ‐ in  to  
http://www.kingcounty.gov/procurement/
sol ic itations.    
a.  Use  default  tab  sett ing   ‐  “Al l”/  

“Open”.  
b.  Enter  the  sol ic itat ion  number   in  the  

Keywords  box.  
c.  Cl ick  “Search  Sol ic itat ions”  button.  
d.  Cl ick  the  result ing  sol ic itat ion  

number/t it le  hyperl ink.  
OR  

a.  Set  page  tab  sett ing  to    
“Small  Works  Roster/Open”  or  
“Architectural  and  Engineering  
Roster/Open”  

e.  Cl ick  the  appropriate  result ing  
sol ic itation  number/t it le  hyperl ink.  
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E.  Example  of  Solic itations  Detai ls  web  page   The  Sol ic itat ions  Detai ls  page  has  the  
fol lowing  parts:  

•  PART  1:  Roster   i temized   information.  

•  PART  2:  Project  related  documents.  
Cl ick  a  t it le  to  download  the  
document.  

Appl icable  only  to  “Smal l  Works  Roster”    
and  “Architectural  and  Engineering  Roster”  

•  PART  3:  Online  Forms.  Click  the  form  
t it le  to  access  the  
corresponding  web  page.  

‐  Small  Works  Roster:  

There  are  two   (2)  onl ine  forms   ‐    
(1)  Bid  Form  –  To  be  completed  online,  
and    
(2)  Qual i f icat ions   Information  –  Document  
to  be  uploaded   i f  requested  by  Contract  
Special ist .  

‐  Architectural  and  Engineering  Roster:  

There   is  only  one  onl ine  form  –    
(1)  Proposal  –  Document  to  be  uploaded.  
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F. FOR  SMALL  WORKS  ROSTER  ONLY   ‐  BID  FORM  (TO  BE  COMPLETED  ONLINE.)  
[ARCHITECTURAL  AND  ENGINEERING  ROSTER,  PROCEED  TO  NEXT  PAGE.]  

1.  All  data  f ields  are  required.  
a.  Enter  proposed  unit  price.  
b.  Acknowledge  addenda.   I f  none,  enter  

zero  “0”  for  both  number  f ie lds.  
c.  Enter  cert i f icat ion   information.  

2.  Cl ick  “Submit”  button.  
Notes:    

‐  You  can  “Retr ieve”  or  “Delete”  submitted  
bid/proposal  prior  to  bid  due  date.  

‐  You  have  to  re ‐“submit”  retr ieved  
bid/proposal .  

‐  All  action  buttons,  “Submit”,  “Retr ieve”  
and  “Delete”  are  deactivated   (grayed‐out)  
after  bid/proposal  due  date.  

WHAT’S  NEXT?  
King  County  wil l  evaluate  al l  submitted  bids.  
A  King  County  Special ist  wil l  email  the   lowest  
responsive  bidder  to  upload  the  f irm’s  
Qual i f icat ions   Information  document.  
When  you  receive  an  email  from  King  County  
requesting  for  a  copy  of  your  Qual i f icat ions  
Information,    
1.  logon  to  

http://www.kingcounty.gov/procurement  
and  navigate  to  the  List  of  Sol ic itat ions  
(page  3)  >  Sol ic itat ions  Detai l   (page  4)  
web  page.  

2.  On  the  bottom  of  the  Sol ic itat ions  Detai l ’s  
(page  4)  page   is  the  “Onl ine  Forms”  
sect ion.  Cl ick  the  “Qual i f icat ions  
Information”  hyperl ink.    

3.  Proceed  to  next  page  for  direction  on  
“Upload  a  Proposal/Qual i f icat ions  
Information.  
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G.  Upload  Document   ‐  Proposal  or  Qualif ications   Information  

 
 

Screeshot:  After  uploading   f i le.    
 

 
 

Part  of  the  roster  process   is  uploading  a  
document,   identif ied  as  fol lows:  

‐  Small  Works  Roster:  
•  Qualif ications   Information    

Deadline:  Unless  otherwise  notif ied  by  
the  Contract  Special ist ,  the   lowest  
responsive  bidder  wil l  be  required  to  
upload/submit  Qual i f icat ions  
Information  document  within  24  hours  
of  the  request.  

‐  Architectural  and  Engineering  Roster:  
•  Proposal  

Deadline:  Proposals  are  due  before  
Submittal  Due  Date/Time.  

To  upload  a  document:  

1.  Use  the  “Browse”  button  to   locate  the  
document  on  your  computer.  

2.  Cl ick  “Upload”  button.  

Note:  

‐  Maximum  f i le  size   is  4  MB.  

‐  Recommended  f i le   format   is  PDF  (Portable  
Data  Format).  

‐  A  vendor  can  “View”  an  uploaded  f i le  at  
al l  t imes.    

‐  Document  “Upload”  and  “Delete”  
funct ions  are  active  based  on  set  
submission  deadl ines  specif ied  above  and  
deactivated  onwards.  

‐   
 


